Berwick High School

Sixth Form Handbook

2009 - 2010




Contents

Introduction

Level 3 & The importance of Year 12
Absent teachers
Absence from lessons
Advice and help
Application to university
Assemblies

Attendance

Calendar

Careers advice and guidance
Cars

Clothes and appearance
Community Service
Contract

Course changes

Critical Thinking

EMA

Enrichment

Exam entries

Extended Project
Feedback from students
General Studies

Health

Lessons

Library

Lunch

Missed deadlines
Monitoring progress
Part-time work

Past papers

Peer group

Personal organisation
Removal from a course
Sixth Form Centre
Student Council

Study periods

Study skills

Timetable

Notes



Timetable
Your timetable will consist of:

® Lessons in your chosen subjects
® Arange of enrichment courses (including General Studies)
®  Study periods.

You will spend much more time, both inside and outside lessons,
on the subjects in which you are specialising, and you will have
much more opportunity to focus on the work that most interests
you. You should use your time in the months ahead to develop
your knowledge and understanding, both through work set by
your teachers and by taking the initiative with the wider read-
ing which is essential to success at advanced level. You are ex-
pected to attend all timetabled lessons, including the enrich-
ment courses.
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Introduction

Welcome to the Sixth Form, and congratulations on your
success at GCSE.

The Sixth Form is open to students with a wide range of

academic goals. We prepare students for entry to Higher

Education at Universities and Colleges of Higher Educa-
tion as well as for entry to vocational and academic
courses in Further Education, or to employment. Career
prospects for students who have followed a Sixth Form

course are good.

Our aims for the Sixth Form are;

e To work with you and provide the teaching, advice
and guidance that will help you to be successful
when you leave the Sixth Form.

e To help you to decide what you want to do after
the Sixth Form and then work with you to secure
the necessary qualifications and experience.

e To help you to develop independent learning skills.

e To create a purposeful, friendly and adult environ-
ment in which you are encouraged to develop a
sense of independence and take responsibility for

your own study.

e To encourage  Sixth

Form students to be lead-

ers in the school.

Continued on next page



Introduction continued

As a Sixth Former, you play a leading role in the school
community. By virtue of your age and maturity you now
have the authority and stature to influence the conduct
of younger pupils, who will look up to you and model their
behaviour upon yours. Your support in setting the right
tone will be greatly appreciated. Please take the lead and
demonstrate your maturity and social awareness in the
way in which you interact with the whole school commu-
nity and represent the school to the outside world.

+ Your time in the Sixth Form will pass very quickly

+ It is important that you adjust to the demands of A
Level learning as soon as possible.

+ We encourage all Sixth Formers to seek assistance
whenever they need it.

+ Your subject teachers, tutors and Head of Sixth Form
will always be pleased to provide advice and guidance.

+ Above all you must remember that a key element in a
successful Sixth Form career is openness and honesty.

+ If you are experiencing pastoral or academic difficul-
ties, or are behind with work, do not suffer in silence;
come and talk to us!

+ We will do all we can to help you but the most impor-
tant factors affecting your progress will be your own
motivation, sense of responsibility and ability to organ-
ize yourself and adapt to the rigorous demands of
Sixth Form study.

+ Learning is not a passive activity in the Sixth Form.
You have returned to study of your own free will and
will be studying subjects you have chosen.

+ Teachers will expect this to be reflected in your at-
tendance, punctuality, commitment and organisation.

+ We look forward to following your progress and sup-
porting you in this exciting and crucial stage in your
education.

Study Skills & The Secret of Success continued

The process of note taking
Highlight and underline texts as this focuses your attention on the text
and:

® Makes you think about what the key concepts and issues are.

® | eaves a trace on the page of the sense you have been making of the
text.

Taking notes forces you to think because you have to decide what to

write down and how to say it. If you read without taking notes, no mat-

ter how good your memory, you will find that ideas gradually drift away

from you.

Notes should:

® Summarise the main theme of an article/chapter.
® Highlight the key ideas and arguments used.

® | ist out any important statistics/facts.

Notes are best presented in point form or under subheadings with key
ideas/points underlined and highlighted. They may contain quotes, but
beware of copying too much narrative straight from the text. Notes
should be detailed enough to cover all the relevant material in a depth
necessary for A Level study, but not too detailed to make revision ardu-
ous and overly time consuming. Notes can be made more concise by the
use of abbreviations.

Good notes are invaluable and they act as:

® A form of 6external’ memory: a
capacity of your mind that enables you to have ready access to a far
wider range of knowledge.

® A symbol of progress: notes provide you with evidence of the work
you have done and so make an important contribution to your morale.

® A means of pulling the course together.

Making notes on notes is a most effective form of revision. The action
of noting concentrates your mind in revision, and allows you to further
order ideas and sharpen understanding. Filing notes in an ordered fash-
ion is a vital skill. Too many students lose notes or are unable to access
material when they need it because of chaotic or non  -existent filing
systems. Treat yourself to some folders, dividers and plastic wallets .
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Study Skills & The Secret of Success continued

Active reading

Reading is not a passive activity! You should be thinking about what you

read:

® Do you agree with the author?

® \What is the quality of the author/s argument?
® Do you have a different point of view?
°

What counter arguments could you use?

Taking notes

Clear, accurate and comprehensive
Law of Examinations states that the topics you failed to note properly are
the ones you will be examined on!).

A- levels & the importance of Year 12

If you are studying Level 3 you will study four subjects to AS level in
Year 12 and continue with either three or four of these subjects to A2
at the end of Year 13.

Level 3 courses are modular in structure: AS modules are taken in Year

12 and A2 modules in Year 13.

In most subjects there are now four

modules (two AS, two A2); in mathematics and the sciences, however,
there are six. Although the AS modules account for 50% of the total

marks for Level 3, the A2 modules involve more challenging work. The
divide between AS and A2 is at least as great as it is between GCSE and

AS.

The fact that the AS marks are easier to obtain means that it is really
important to aim for as high a score as possible at the end of Year 12.

Although AS modules or A2 modules taken in January can be retaken,
we find that retaking in Year 13 rarely produces a significant improve-
ment as students are already heavily loaded with harder A2 work and
there are no revision lessons directed towards AS modules. In fact,
retaking can have a detrimental effect on results overall, because it can
draw the focus away from the crucial A2 work. The simplest route to
Level 3 success is to put the work in and get things right first time
round at AS.

Predictions for the UCAS reference made early in Year 13 are based
heavily on the AS results published in August.

AS Mathematics / 3 modules Modules can be
Module Science resat in January
but is not advisable
AS Most other sub- 2 modules as this takes up
Module jects time when A2 les-
- sons have started -
A2 Mgthematlcs/ 3 modules no more in class
Module Science teaching for AS
A3 Most other sub- 2 modules modules
Module jects
CACHE Level 2 1 year course - can con- | Work placement in
tinue on to next level the mornings from
wi t h Mrs SpeTuesday - Friday
mission
CACHE Level 3 Two year course Work placement all
day Monday
BTEC Engineering One year course Work placement

one day per week




Absent teachers

The most important factor in student success is the attendance
of student and teacher in lessons. Teachers will from time to
time miss lessons due to attendance on essential courses, visits
with other year groups or personal absence. In such circum-
stances students can expect work to be set. Teachers will make
clear to students what is expected of them in case of staff
absence. This may mean that in some cases students will be ex-
pected to attend and work in the same classroom without the
teacher while other lessons will become private study time.

No one can predict whether a teacher will miss lessons due to ill
health. If a teacher is ill for a prolonged period we will try to
reduce the impact for students and every effort will be made to
provide you with support. Please remember that the absence of
a teacher does not mean that you cannot make progress in your
work. We expect you to show initiative and undertake your own
study tasks.

Absence from lessons

If a student is absent it is vital that the student contacts the
subject teacher to find out what work has been missed in order
to catch up. This work must be completed before the next les-
son takes place.

Advice and help 9 the role of Sixth Form Tutors

A key working relationship you will have in the Sixth Form will

be with your tutor. Your tutords

tor your progress during your Sixth Form career, and he/she
should be the first person to turn to if you encounter problems,
want information or need advice. Your tutor has your best inter-
ests at heart and will take action or consult with other col-
leagues if your progress, attitude or behaviour is a cause for
concern. He or she is also a pivotal link between school and
home and will be the first point of contact if your parents wish

to raise any issues. You will have regular one to one meetings

your with your tutor to discuss your progress

Study Skills & The Secret of Success

Reading
Skilled readers vary their reading speed and method to suit both the

materi al they are reading and thei

telephone directory rather differently from a novel. In your learning
you should seek to use a similarly varied approach to reading. Here are
some of the main techniques you can use:

®  Skimming: this involves looking quickly through the book and read-
ing only things like contents, headings, introductions and conclusions. It
is a quick and efficient way of familiarising yourself with a publication
and is useful if you wish to check whether a book is relevant, or for
finding particular information or ideas quickly.

®  Scanning: this is a very rapid search for some important point. It
may be a diagram, a title or a key word. The essential thing is that you
deliberately ignore everything except the one item for which you are
scanning.

® Reading to understand: this involves detailed study of a chapter,
passage or article in order to absorb all the major facts and ideas. You
may read it more than once and take notes to summarise what you have
read.

Word -by-word reading: There are occasions when you need to read
every word extremely carefully. For example, when reading an examina-
tion question or following a set instruction.

Skimming is particularly useful for finding your way around a publication.
You may skim the newspaper to find the articles you want to read, or a
textbook to identify a relevant chapter. Scanning is useful when you
want to identify a particular piece of information, for example some
specific chemical formulae. Reading to understand is useful when you
want to study something thoroughly.

To study efficiently you must learn to vary your reading style and be-
come proficient at each type of reading. By developing the ability to
switch from one method of reading to another you will vastly increase
your studying efficiency.

r
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Study Periods

You will have a number of periods during any week in which you will
not have any lessons timetabled. You are strongly encouraged to
make positive and constructive use of this time: learning how to make
effective use of your free time is an important skill which you need

to develop as you prepare yourself for university life.

You can use the time to relax or to work: aim to get an appropriate

balance. Remember that other students will be in lessons during this
time, so ensure that you set a good example and are considerate to
others in the way in which you behave.

In Year 12 you must remain on the school site during study periods,
unless you:

® have the explicit permission of a member of staff

® are free period 5

Your tutor may refuse permission for you to leave the site if there
are concerns about your academic progress or conduct.

You should make a point of discussing the most effective use of your
study periods with your subject teachers as they are the people best
placed to give you advice. Some of the most effective general strate-

gies include:

® Committing notes to memory

® Doing extra exercises or questions in the areas you find most difficult
teachersd comments

® Reading through

Doing extra reading around your academic subjects
Doing past papers

Making essay plans.

Regularly visiting the relevant areas on BeVLE. This facility also allows you
to contact your teachers outside normal hours.

® \Wider reading: all departments are well resourced in terms of textbooks
so that you can make extra notes and be able to bring something new or
different to a class discussion.

® Finding new sources or angles on a particular subject using the up -to-date

journals in the common room, or the Internet.

® Making sure your notes are in order, neat and tidy and as detailed as possi-
ble.

® Keeping abreast of developments in their subjects by watching current
affairs programmes, reading quality newspapers and appropriate magazines.
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Application to University

People assume that studying at university means getting a de-
gree and that it will take three years. It is not necessarily that
straightforward. There are a range of different qualifications
available, which can take from two to six years to complete.
Just look at a popular subject like business on the UCAS web-
site course search and you will see there is a huge assortment
on offer.

To start with: the three -year degree. Most, but not all, sub-
jects come in this format. An arts
gree is a bachelor of arts, BA for short, a science
gree, a bachelor of science or BSc. Some, for example, geogra-
phy, straddle these titles and are offered as both. Most are
offered to honours level, indicated as Hon on course searches.

Language degrees are often four years, with the third spent
abroad. This can be a life -transforming experience
work in a school, teaching English, for example. A joint degree in
two languages may give you time in two countries.

Many vocational or work -related degrees last four years and will
include time spent in industry, usually the third year, and often
paid. These are termed sandwich courses and will be denoted
SW, as opposed to FT, or full -time.

Some subjects, in particular those related to a specific career,
have different terms. Examples include engineering
MEng, a masters with an extra year), law
medicine 8 MBB S, MBChB or MB,
prised to see other variations such as BScEcon in the business
management area. And donot di
subjects in joint and combined degrees.

There are plenty of two -year courses available in higher educa-
tion. These are at a lower level than a degree so will usually have
lower entrance requirements, but allow progress on to a degree
(normally a third year) if you complete the course successfully.
Higher national diplomas (HND) have been the most common
until recently. Usually offered in vocational areas, they can also
be three years in length if they include a work placement. Other
two-year courses include diplomas in higher education (DipHE)
and also various health -related courses, for example in nursing

& or humanities 0 based de-
-based de-

4 you may

8 BEng (or
- LLB (as well as BA),
teaching BEd.
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Application to University - Two- year Courses Removal from a course

The recently introduced foundation degrees, replacing many During your time in the Sixth Form there may be concerns
HND courses, also take two years. They may be studied full or about your work and your tutor will need to be informed. In
part -time and consist of academic study integrated with rele- these situations teaching staff will let your tutor know using a
vant work -based learning with an employer. They may be consid- 6Cause for Concernd sheet whi ch wi
ered as a stand -alone qualification or be used to progress to the worry and what action has been taken. Your tutor will meet with
final year of an honours degree. you to sort out the problem. The Head of Sixth Form will be
informed as will parents. When matters are of a more serious

The word o6foundationdé causes confusion nature the issue will be handled by the Head of Sixth Form. We
also used in other contexts: reserve the right to ask you to leave the Sixth Form if your
e Some degrees, usually four -year, have a foundation or quali- workrate, attitude or behaviour is detrimental to general good

fying year as the first year. This is frequently called year order and discipline.

zero.

e Those with a creative or artistic bent will often follow an art
and design foundation diagnostic year first before embark-
ing on a degree.

e Finally, some specialist areas, for example, music and the
performing arts, will offer diploma and other courses of
varying lengths, many of which do not go through the UCAS
system.

Sixth Form Centre

The Sixth Form Centre (SFC) has three study rooms, one
equipped with computers, providing a quiet place to study with-
out interruption. You will find it much easier to study without
mobiles ringing, music playing or people holding conversations.
These rules apply at break and lunchtime as well. The SFC also
has a rest area for conversation and reading. Please do not eat

. o . or drink in the SFC.
Ultimately, it is up to you to research thoroughly, making sure

the level of the course is right given the entry requirements

and your predicted grades, and also that the content is right. Be Studentsd Counci l

aware of all the possibilities by doing your research early The Sixth Form Council is led by the Head Boy and Head Girl.
(www.ucas.ac.uk/students/coursesearch/ ). The Council provides a forum for discussion of issues relating to
Your tutor will play a crucial role in guiding you through the pro- Sixth Form life and its primary purpose is to ensure that the
cedures of university entry. The UCAS application now involves Sixth Form has a voice regarding matters which relate directly
completion of a form on -line via the Internet and for most stu- to them. The Head Girl and Head Boy are appointed in July

dents this will be done in June in Year 12. Through this process
you can apply to up to five universities. Prior to making the ap-
plication you should think about what subject you wish to study
at university before you think about where. The choice of
course should be your decision, based on what you will enjoy and
be good at. It should not be based on parental aspirations or
the current fashion amongst your friends. Do not worry too
much about the demands of a career at this stage 0 a degree
course at a university will be recognised and valued by employ-
ers as it will have developed skills of reading, research, analysis,
logical thought, co -operation, communication and presentation.



http://www.ucas.ac.uk/students/coursesearch/

Personal Organisation continued

Things that will make a difference continued:

Sensible planning is the key, and formal written homework and

assignments should never be deferred until the night before.

Dondt be afraid to ask for hel
silence and donot pretend you
not.

Remember that your class work and formal assignments are only

part of your AS preparation; a regular review of your files and
notes, as well as additional reading, is essential.

You should be thinking about your subject not simply in lessons,

but also between lessons.
The formal work set by teachers represents the minimum require-

ment, and you should always review your current work in your

study periods.

You should also quickly get into the habit of reading widely and

engaging in investigative research.

You should make notes on everything you read and thus learn how

to summarise the most important features of a textbook chapter
or article.

Teachers are but one of a number of sources of information, and

you are advised to recognise as much from the outset. They will,

of course, suggest suitable reference material, but it is your re-
sponsibility to consult it and to make full use of it.

The unthinking copying of sections of textbooks, or pasting from
the Internet, as a means of 'getting homework out of the way' is
easily identified and utterly worthless.

It is essential that everything you read and write is thoroughly
understood. When your written work is returned, you should al-
ways correct errors, and add material and ideas that you omitted.

Work is not completed when it is handed back; the accompanying

comments are far more important than the mark awarded, and the
learning process incorporates your corrections and additions.

Keep a sensible balance between your subjects, and don't make

the common error of simply ‘'marking time' in one of them for a
term, for this will cause problems to mount up at a later date

p when
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Application to University - UCAS Application

The timetable of the application process starts in the spring of
Year 12. The Head of Sixth Form will give you advice about the
mechanism of the application, the different types of universi-
ties, how to get advice and make choices, how to write a per-
sonal statement and the pros and cons of a year out.

In the Spring term you will visit the UCAS convention at the
Metro Centre and you will prepare a Preliminary Information
Form for school use. This will indicate thoughts about your cur-
rent academic studies, possible degree courses and personal
interests or achievements.

In the summer term you will discuss this form in an interview
with your tutor who will write a draft reference, based on com-
ments received from all your subject teachers. This reference
will be reviewed by the Head of Sixth Form and finally it will be
shown to you to check that it is factually correct and to ensure
that you are happy with the content. The reference includes
the predicted grades for your academic subjects: this will take
account of AS results gained at the end of Year 12, along with
any other evidence available. /f is up to you to demonstrate

your qualities, abilities and potential during Year 12. The

other key part of the UCAS application form is your personal
statement in which you explain the reasons for your choice of
course and provide evidence of your suitability. At least half of

the statement will highlight academic evidence confirming your
interest in the course you are applying for. The statement will

often refer to any relevant work experience undertaken in the

previous fifteen months. The statement will also include details
of activities in Year 12 which provide evidence of commitment,
initiative, leadership, teamwork and responsibility. Given that
there is greater competition than ever for university places, a

high priority for you as you embark upon your Sixth Form ca-
reer should be to do all/l you
wider reading, work

Experience community service so that you can make your univer-
sity application stand out.



Assemblies

Sixth Form Assemblies are an opportunity to meet every week
as a year group, to receive important information, to celebrate

success and to listen to guest speakers. Sixth Form Assemblies
are compulsory for all students. Year 12 will be taken by the
Headteacher in the dining room, Year 13 by the Head of Sixth

Form in the Library. Periodically both year groups will assemble
together.

Attendance

Attendance is vital for success. All evidence indicates that
students with poor attendance do not reach their full poten-

tial. You should register at 8.55am with your tutor on all
school days, regardless of whether or not you have a lesson dur-
ing period one. Lateness and absence are recorded carefully
and form an i mportant part of
progress. You should also be punctual for afternoon lessons at
1.10pm. If you do need to be absent for a special reason, you
must ask for permission in writing from the Head of Sixth Form
via your tutor, well in advance. Permission will be given for
medical reasons, for unavoidable appointments such as driving
tests or university interviews, and for attendance at courses or
events which are clearly of educational benefit. If you are ab-
sent from school owing to illness, a note should be sent by a
parent to your tutor on your return to school as well as contact-
ing Mrs Galloway on the morning of the first day of absence.
Mrs Gall owayds direct l'ine 1is
able please leave a message on her voicemail.

our
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Personal Organisation

The Sixth Form is much more demanding than Year 11 in terms of
organisation and self -discipline. You must therefore adjust very
quickly to the demands that will be made on you. You will rapidly
discover that the key to academic success lies in commitment,
organisation and momentum. In the first term of the Sixth Form
(and possibly beyond) you may find the change in approach to
study unsettles you. As at university, good organisation and time
management are essential if you are to get work in on time and do
it to the best of your ability. However, our expectation is that
aadvanced level students should be doing at least four hours of
work a week in each AS subject, moving up to five hours for
each A2 subject.

Our experience is this it is the sort of time and effort which most
students require to reach their maximum potential. You will never
have no work to do; there will always be some topics which require
attention. If you find that you are spending much more or much
less time on your studies than the amount recommended above,
you must discuss the situation with your tutor. If you find any
aspect of the work particularly difficult, ask your subject teach-

ers for help or advice.

These are the things that will make a difference:

® Spend time organising your work. Keep a careful record of all
work set (together with any references). Keep a work diary
listing work set, work completed and work outstanding.

® Set yourself ambitious, yet realistic targets, and develop a pat-
tern of study that enables you to meet them.

® Plan in advance when and where you are going to do your read-
ing, thinking, researching, note -making and writing

® Do not leave everything until the last minute, and do acknowl-
edge the importance of deadlines.

® Pace yourself. Most people find themselves under pressure on
occasions, for reasons which are entirely understandable & you
might, for instance, have been absent through illness. In such
circumstances, if you are under pressure to meet deadlines, you
should discuss the problem with your teachers in advance, who
will invariably be sympathetic.
Continued on next page



